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ARMA Annual Banquet

When: Tuesday, June 3, 2003
5:30 p.m. to 8:00 p.m.

Where: CCR West Room
Hitching Post Inn
1700 West Lincolnway
Cheyenne, WY

Please join fellow Chapter members at this final meeting
for the year. Guests are welcome. You may wish to invite
your supportive employer representative, as this is an
opportunity to showcase ARMA and remind/educate
employers about the significance of our professional
endeavors.

Menu choices for the dinner meeting are: Prime Rib - $24.75
or Chicken Cordon Bleu - $22.25. Each meal includes a
tossed salad, rolls, baked potato with prime rib or rice pilaf
with chicken, vegetable, bread pudding, and your choice of tea
or coffee. Tax and gratuity are included in the price. Please
make checks payable for the appropriate dinner amount to
'Wyoming ARMA Chapter'. Alcoholic beverages should be
paid for separately.

Please RSVP to Donna Crock at 777-5751 or e-mail
derock(@state.wy.us no later than 12:00 noon, Friday, May

30,2003 . Donna will need to know how many are in your
party and your menu selection.
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Pres Talk...

Here we are, the
final newsletter of
the year and the
final chapter
meeting with the
awards dinner to
recognize

individual
accomplishments
and to install next year’s board.

I would like to thank everyone for an enjoyable and
successful chapter year, especially the board members
who stepped up and always volunteered to help when
needed. It was a lot of work but we always had fun.

The annual seminar was a great success with 61
attendees and six vendors. I would like to thank the
City of Cheyenne, the Laramie County Clerk’s
Office, and the Wyoming State Archives for their
help with the seminar.

Vicci Carter, in cooperation with the Wyoming State
Archives, once again erected a very nice RIMM
display and the Archives celebrated the occasion with
its annual Awards of Excellence.

We sponsored a Safehouse family for our Christmas
charity and awarded a scholarship to a Sheridan
College student. Our monthly programs were
outstanding thanks to the hard work of Wendy
Kinkade and the help of Kristy Anderson.

Our newsletters have been timely thanks to the efforts
of Rich Wilson. The minutes have been accurate
thanks to Vicci Carter. Thank you to Kristy
Anderson for taking over Membership. Our current
membership is up from 33 members last year to 37
members at the end of this chapter year.

Most of our goals for the chapter year have been met
and the challenges of this chapter year have come to
an end. The Midwest Rocky Mountain Region
Leadership conference will be in Denver this
summer. We will be sending three incoming board
members for an educational and fun filled three days.

The 48th Annual ARMA International Conference and
Expo will take place October 19-22, 2003, in Boston, and
you can reserve your room today! ARMA International
has reserved a block of rooms at special rates for
conference attendees at some of Boston's most popular
hotels - all of which are within walking distance of the
Hynes Convention Center. You may register securely
online, by phone, or by fax. A printable housing
registration form and a map of the hotels is available
online at http://expo.arma.org/lodging_travel, as well as
information about the hotels in the ARMA block. The
Boston Marriott Copley Place Hotel is the headquarters
hotel for this year's conference. Please visit
http://expo.arma.org for more information. Complete
details about this year's conference and expo will be
available June 2, 2003.

I hope to see you at the awards banquet and wish you all
a safe and great summer. It has been a fun filled two
years serving as president and I would like to thank
everyone for all their hard work and help during my term
as president.

Donna

ARMA International Basic Dues Increase
Reminder

ARMA International membership dues have
increased. Any member with a membership
expiration date of June 31st, 2003 or later will renew
at a rate of $150.00. The increase covers any Industry
Specific Groups a member wishes to join, which
were previously $10.00 each. Any member with a
membership expiration date of April 31st or earlier
will renew at a rate of $115, and will pay $10.00 each
for the Industry Specific Groups. Any questions
about the dues increase should be directed to
member@arma.org.
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Wyoming Chapter
Association of Records Managers and OLD BUSINESS:
Administrators ] MRM Region Leadership Conference: Rich Wilson,
Holland and Hart: (;heyel}ne, Wyoming seconded by Kristy Anderson, moved to ask the two new
Board Meeting Minutes Board members, Barbara Thomasee and Deanne

April 22,2003 11:30am

Members Present: Kristy Anderson, Vicci Carter,
Ramona Christensen, Donna Crock, and Rich Wilson

Minutes: Kristy Anderson, seconded by Rich Wilson,
moved to approve the March 25, 2003 Chapter Board
Meeting Minutes and the April 10, 2003 Chapter
Meeting Minutes as presented. Motion carried.

Treasurer’s Report: Ramona Christensen presented
the April, 2003 Treasurer’s Report showing a
balance of $16,378.82 which includes term share
accounts. Kristy Anderson seconded by Rich Wilson,
moved to approve the report as presented. Motion
carried.

COMMITTEE REPORTS:
Education: No Report

Scholarship Committee: There has been seven
scholarship applications submitted - five from high
school seniors and two from community college
students. The committee will meet on or before May
1, 2003 to review the applications and make a
determination as to who to award the scholarship to.

Membership: Kristy Anderson gave an update of
membership, reporting there are 37 members,
with two new members - Molly Davis and Terri
Weinhandle.

Newsletter: Rich Wilson advised the newsletter will
be published by May 1, 2003.

Programs: Kristy Anderson reported that Wendy
Kinkade is still working on the May program.

Public Relations: Rich Wilson reported that he is
going to contact the radio stations and place the
meeting and contact information in the Community
Bulletin Program.

Web Site: No Report.

Widhauf, if they would like to attend the leadership
conference. Motion carried. Donna Crock volunteered to
contact Barbara Thomasee and Kristy Anderson
volunteered to contact Deanne Widhauf.

RIM Month Followup: Vicci Carter Reported that an
exhibit had been setup in the Barrett Building for the
week of April 14th through the 18th and that the
Wyoming State Archives held a records management
workshop and an Awards Ceremony acknowledging
individuals, government entities, and private businesses
who have promoted and practiced good records
management during the year.

June Awards Banquet: 1t was determined that the
original date of the banquet, June 12, was not an
available date. Donna Crock advised she would contact
the Hitching Post Inn regarding the date of the banquet.

Secretary of State: Donna Crock reported that she had
contacted Jeanne Sawyer of the Secretary of State’s
Office regarding the date our annual report is due. Donna
was advised by Jeanne that the date could not be
changed, but there was not a problem with the chapter
sending in an updated followup letter with a list of the
newly elected officers.

NEW BUSINESS:

Chapter Dues: Since the ARMA, International is
increasing their dues, Donna Crock asked if we wanted to
increase our local chapter dues at this time. Ramona
Christensen, seconded by Kristy Anderson, moved that
we not increase our local chapter dues at this time.
Motion carried.

Next Board Meeting: The next Board meeting will be
held at Holland and Hart on May 20, 2003 at 11:30a.m.

Meeting was adjourned at 12:24p.m.

Submitted by,
Vicci Carter
Chapter Secretary
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Wyoming Chapter
Association of Records Managers and Administrators
Chapter Meeting
May 8, 2003

TOUR OF SHERARD WATER TREATMENT PLANT

Program - The membership toured the Sherard Water
Treatment Plant. Plant staff conducted the tour..

We saw the water treatment process: the chemical pilot
plant which is a miniature plant were the water is tested to
be sure it meets government standards before it is put into
the drinking water system. We will, also, see the King 1 &
King 2 very large tanks where our drinking water is stored.

We ordered a party sub from Subway.

Current Job Opening

CULTURAL RESOURCES SUPERVISOR, State Parks
& Cultural Resources, Cultural Resources Division,
Wyoming.

ESSENTIAL FUNCTIONS: Develops, plans and
administers programs, ensuring proper management of
records and information by state and local government
agencies; meets with elected officials, appointed
administrators and staff to resolve problems, develop
policies and procedures and implement plans concerning
management of information; attends and participates in
meetings sponsored by agencies interested in improving
management practices relating to records and legally
establishing disposition schedules for information and
records; supervises activities and mission of State Records
Center; develops and writes budgets and monitors fiscal
activities; plans and teaches record management classes;
prepares and presents disposition requests to state records
committee for final approval; writes, submits and
administers grants received.

For more information and on-line application see:
http://personnel.state. wy.us/stjobs/dl/current.htm.

WYOMING CHAPTER ARMA
TREASURER’S REPORT
April 2003

Beginning Balance Checking Account 4/22/03:

$ 489691
Ending Balance Checking Account 5/20/03:

$ 4892.16
Balance Term Share Account #4396

$ 5260.12
Balance Term Share Account #8435

$ 4000.00

Share Savings Account
$ 2221.79

3/22/03
$16,374.07

Total Ending Balance

Prepared By:
Ramona Christensen, Treasurer,
Wyoming Chapter of ARMA

THE MEDIA MIX TRAGEDY
By Janie Waite

To scan or not to scan, that is the question! When is it nobler
to keep the paper?

Microfilm is archaic, why use an old fashioned solution in
today’s modern world?

What if the document was created electronically, how should
you go about keeping it?

These are the questions of our troubling records management
times. Our technology is growing in increasingly exponential
jumps. It is almost impossible to afford to keep up with the
changes. So, we end up chasing the tail as it were.

How do we figure out the balance between what we can afford
to do, what we need to do and what we want to do with the
massive amount of information. We create, use and distribute,
maintain and store, retain and destroy and ultimately must
preserve some of this information for historical or research
purposes. This is the life cycle of records.
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(MIX TRAGEDY Continued)

The most cost effective and efficient media that the records
reside on should be based on where they are in their life
cycle, who uses the information, how often they are
accessed and how long the information must be retained.
Many records should migrate through different media due
to these needs changing along the way. The only absolute
regarding records management media mix is that there is
no absolute right answer for everyone and never will there
be one.

Most information remains active for an average of 18
months after creation. It needs to be available for
immediate use or distribution during that time and is
usually kept close at hand in the office. After the
information becomes inactive, it is maintained but stored
in a location that is less accessible and less expensive until
it is destroyed or retained for permanent preservation.
Typically, 30-40% of records maintained in offices should
be in inactive storage.

The media the information is created on is not considered
the original format because it is so easily changed. So the
distribution and use format is usually considered the
original copy, such as a paper printout or saved file on a
computer. Unfortunately, because these formats are also
easily altered they require certain safeguards to become
legal admissible records, such as an original signature, that
authorizes the information to be considered authentic.

If the information is only valid for 2-3 years, such as daily
work in financial institutions, is it cost effective to put
more dollars into the records than the cost of creating the
record? Probably not, because 70% of total records
management expense is in the creation of the record.
Short term retention records (1-3 years) should almost
always remain in their original format until destroyed.

What about medium term (4-6 years) records? After the
first 18 months, only 15% of the records will usually ever
have to be used again. The media decision is usually based
on volume and retrieval. Do you have room for 450 boxes
of paper? Can you keep it organized for the retention
period in that format? How long does it take to get to it if
you need it? The answer to these questions will drive your
media decision toward digital or microfilm storage.

Either scanning or microfilming the records reduces their
volume by 97% or more so either conversion solves the
space problem. The frequency of retrieval will drive your
decision toward the most cost effective solution.
Microfilming is half the cost of scanning, but it is more
difficult to retrieve. Scanning is more expensive but the
ease of retrieval is significant.

Scan it, Scan it all! is probably the worst choice. Why?
Let’s make an analogy.

What is your favorite food? Let’s say that’s all you eat,
morning, noon and night? Are you healthy? Let’s say your
favorite food just happens to be one of the most expensive
choices you could make, like Prime Rib for example. Are you
healthier than another choice? Or just have less money due to
feeding a very expensive and unhealthy diet. A healthy media
mix is like a balanced nutritional mix. You need to use a bit of
all the technology available to be healthy in business.

One other important issue must be taken into account as well.
Microfilm is guaranteed to last 100 years or more and is
acceptable as an original provided the original does not exist
by statute_in every court in the land. A scanned image has no
guarantee of life other than based on the media it resides,
accessibility based on the software to read it and is only being
accepted based on case law at this time.

So what, you ask? So, in addition to the higher cost of
production for scanning, you have to factor in the cost of
migrating to new media. Remember 5 1/4 floppy disks that few
computers can read now, or the DOS based programs that you
created that letter the IRS really wants to see right now? You
will have to migrate all the information every time the current
media becomes obsolete and there will be glitches in those
conversions. Guaranteed! You must justify the costs of
scanning with the savings in retrieval time, therefore the
sooner after creation of the record that you scan it, the easier
that justification can be.

Fine, what about outdated microfilm? What are you going to
read that on? How about a magnifying glass and a window,
which actually will work but isn’t very realistic. The
investment in film based technology has been huge over the
last 7 decades and technology will not leave it behind. The
new digital reader printers allow you to scan filmed images
into your computer and work with them like any other scan.
The conversion is at the point of retrieval into whatever current
technology has been developed. There are no additional
conversion costs other than the retrieval equipment.
Ultimately, Microfilm is the best solution for long term (7+
years) records.

Records, records, wherefore art my records. ‘Tis but the media
that is my enemy!

Janie Wait, CRM, MBA, is an ARMA member and President and
Director of Marketing for Intermountain Record Center, Inc



CONTRIBUTIONS OR GIFTS TO

THE ASSOCIATION OF RECORDS
MANAGERS & ADMINISTRATORS, INC.
ARE NOT DEDUCTIBLE AS CHARITABLE
CONTRIBUTIONS FOR FEDERAL
INCOME TAX PURPOSES.
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Websites of interest:
For weather information:
www.weather.com
To refine a search: www.infoseek.go.com
For surfing assistance: www.about.com
For net newbies: www.suite101.com



